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Part A
Answer ali guestions.
Asnswer the following guestions each in a sentence or two.
Ilach guestion carries 1 mark.
What i minuies 7
What is agenda ?
What iz 2 project report 7
What iz an abstract 7
What iz interpersonal conpnunieation ?
What is “sender” ?
What iz “channel” 7
What is "body” of a letter ¥
What iz full-block stvle ?
What is an e-mail ?

(10 = 1 =10)
Part It :

Answer any cight of the following each in a paragraph
Kack question curries 2 moarhs.
Write & short note on the process of eommunication.
What arc the objects of communieation ¥
What is Mass Communication ?
What is the role of group dizcussion in buginess communication ?
What is the role of interview in business communication ?
What iz corporate communication 7

What is Teleconferencing 7
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What is Internet ?
What iz Telex 7

Write an exmmple for a notice.

Propare an agends to be placed before a business meeting.

Prepare the ininutes of & meeting in the capacity of the Secretary of the business organisation.
(8% 2=16)
Part C
Anmwer eny six of the following ecch in about 100 words.
Foch question carries 4 marks,
Write the guidelines to be followed while writing an e- mail.

Write a fax message to your prineipal stating that you can not attend the classes as you have 1o
attend an interview.

Write a letter of srder prescribing cffice furniture for your company.
Write a letter of enquiry abotit the availdbility of some raw materials to a supplier.
Briefly explain import-export correspondence.
Prepare an e-inail advertising the installation of new facilities in your service.
What ure the advantages of mobile phones in commimication ?
Write a short note on dealing complaints in a business firm.
What is volee mail ?
(6 % 4 = 24)
Pari D

Answer ony lwo of the following each in about 300 words,
Each question carries 15 marks.

Write an essay on the role of technology in communication,
Write 2an esasy on the role of advertisement as husiness communication.

Write an essay on the different types of correspondence with Government departments and public
bodies in a business organisation.

Write an essay on effective custm:m:r relationship strategies.

(2 % 15 = 30)



